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The table below describes each of the fields included in the Action Item Log. 
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Date Initiated 

The date the action item was entered in the Action Item Log 

Priority 

Importance to the success of the Product and/or Topic. 

Priority 1 ■ Urgent. Important. Decision/action needed; other tasks being held up until resolved. Date required is 
"Overdue). 

Priority 2 Important, not Urgent. Decision/action needed, but not currently causing a delay. Progress needed and 
tracked or could become a priority 1 if not addressed/resolved. Date, required is when the action item becomes a 
priority 1 . 

Product 

Product (s) affected by the action item. 

Topic 

Topic (s) affected by the action item. 

Originator 

The name of the person who initiated/logged in the action item. 

Responsible Person 

The name of the person responsible for resolving/coordinating resolution of the action item. Can be same as the 
originator. 

Description of Action Item or 
Decision Needed 

Describes the action item or decision needed, as the originator sees it. 

Information (I) Only or 
Decision (D) Needed 

Indicates either the action item is for information (I) only or that a decision (D) is required by the responsible person. 

Impact (s) 

Identify the impact (s) to the Product and/or Topic if the action item is not resolved. 

Current Status/Resolution 

Provides either current information if the action item is still open or a resoiution/recommendation if the action item has 
been rcsolvcd/closcd. 

Anticipated Completion Date 

The date the action item is planned to be resolved. 

Date Required 

The date by which the action item must be resolved. Failure to meet this deadline causes delay in subsequent tasks and 
causes the action item to be elevated to Priority I status. 

Date Resolved 

The date the action item was resolved and officially closed in the Action Item Log. 
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